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ECONOMIC DEVELOPMENT INTERN 
JOB DESCRIPTION 

 
The City of Chelsea, through its Department of Housing and Community Development, is seeking 
candidates for the position of Economic Development Intern. The Department’s Economic Development 
practice is focused on creating a resilient economic base and spurring living wage jobs for residents, while 
centering racial, economic, and environmental equity. 
 
Overall, the City’s economic development agenda is  designed to diversify and sustainably grow the local 
economy. Integral to this mission is the cultivation of a dynamic workforce through strategic workforce 
development and social service investments. Striving to promote prosperity that can be shared by all 
residents, the City is advancing this multifaceted agenda to support living wage job opportunities for 
residents, attract and retain a variety of businesses, foster entrepreneurship and small business activity, 
and generate reliable revenue, with which the City can further it’s investment in high quality resident 
services.  
 

The economic development goals of the Department include, but are not limited to: 
 

 Promoting a thriving downtown core, anchored by multicultural small businesses and enlivened 
by a mix of uses; 

 Creating and deploying innovative employment recovery and workforce development programs 
to provide living wage job pathways for residents, who have been disproportionately impacted by 
the COVID-19 pandemic;  

 Diversifying the economic base to ensure reliable, predictable fiscal revenues and employment 
for residents;  

 Catalyzing new growth in resilient, high wage industry sectors through business attraction, 
retention, and expansion; 

 Addressing impediments to equitable prosperity for residents, small businesses, and 
enterpreneurs, such as digital access, educational attainment, access to capital, and childcare;   

 Supporting the creation and growth of minority, women, veteran, and LGBQT+ owned 
businesses;  

 Coordinating real estate market activity to advance the responsible development, leasing, and 
ownership of retail, commercial, light industrial, and industrial properties in a manner that 
doesn’t contribute to displacement and gentrification;  

 Building capacity in the community to advance a multifaceted economic and workforce 
development strategy;  

 Overseeing economic research and policy analysis to inform City planning, policy, and decision 
making; and  

 Marketing Chelsea as a regional, well connected hub of vibrant civic life and diverse economic 
activity, grounded by small, minority-owned businesses. 
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Duties and Responsibilities 
 

The selected candidate will support downtown and waterfront economic development programs through 
an array of duties. Duties may include, but are not limited to: 
 

 Conduct economic research, including data collection, processing, and analysis, spatial analysis, 
and GIS mapping, utilizing publicly available sources of data, and prepare reports and data 
visualizations, such as inforgraphics, maps, and charts;  

 

 Assist with the implementation of the City’s Broadway Corridor economic development initiative 
and waterfront planning activities;  
 

 In consultation with the City’s Communications and Community Engagement Manager, create 
and coordinate marketing strategies to attract and retain businesses, as well as civic engagement 
to promote resident participation in economic development planning;  
 

 Assist with the design and implementation of economic development initiatives that address 
racial and economic disparities;  

 

 At least 10% of the Intern’s time may be devoted to an independent housing and economic 
development project of their choosing, with prior approval from the Director.  

 
The Housing and Economic Development Intern will gain an understanding of the full range of urban 
economic development and housing programs offered by the City, as well as tools, techniques, and 
strategies employed.  
 

Minimum Requirements 
 

 Current student pursuing a degree in Public Policy, Urban Planning, or Business Administration. 
Graduate students are encouraged to apply. 

 

 Interest in urban planning, urban policy, civic engagement, and economic development; 
 

 Prior academic and/or professional experience with urban or regional planning theory, tools, and 
techniques preferred, but not required;  

 

 Commitment to supporting the City's economic development goals and carrying out work in a 
culturally competent manner; 

 

 Willingness to travel locally in Chelsea and work occasional evenings or weekends for work-
related events, including public meetings and events;  

 

 Ability to effectively communicate with the public, one-on-one, and in interdisciplinary groups; 
 

 Ability to work well with individuals and groups from diverse backgrounds; 
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 Demonstrated proficiency in Excel, Word, and related Google drive applications. Proficiency with 
Adobe Creative Suite (Illustrator, Photoshop, InDesign) preferred to design and edit marketing 
materials;  

 

 Basic knowledge of ArcMap software and GIS for spatial analysis and mapping; and  
 

 Bilingual (English and Spanish) is strongly preferred.  
 

Work Environment 
 

Standard office environment. This position is based in Chelsea City Hall with the possibility of some 
remote work. Fluorescent lighting and air conditioning. Moderate noise level. Occasionally, tasks may be 
performed in outdoor settings, such as the central business district and residential neighborhoods.  
 

Physical Demands 
 

Ability to access, input, and retrieve information from a computer. Answer telephones and maintain 
multiple files. May require minimal lifting of up to 10 pounds. Work involves travel to and through the 
City to project locations. Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. 
 

Compensation 
 

$18-20/hour, up to 19 hours per week for three months (12 weeks), which may be extended by the 
Department, depending upon budget availability 
 

Application Procedure 
 

Please submit a copy of your resume and cover letter to the Alex Train, AICP, Director of Housing and 
Community Development, at atrain@chelseama.gov or via mail to the Department of Housing and 
Community Development, 500 Broadway, Room 101, Chelsea, MA 02150. Position will remain open until 
filled. Please specify your available start dates and weekly hourly commitment in your cover letter. 
 
 

The City of Chelsea is an affirmative action/equal opportunity employer. Women, minorities, veterans, 
members of the LGBTQ+ community, persons with disabilities, and neurodiverse populations are 
encouraged to apply. 
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